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The TLO'a war© put to almost immedi^Q us© after they had been 

i 

appointed. 

Below, the development A f those first courses preceding the 
development of a career service program is summarized. These 
courses are describec^^t length in the extant history. 

The Orientation Course 

Early discussions on a career service program had pointed out 
the need for an Agency-wide orientation course as a necessary pre- 
liminary to such a program: 


"An effort of selling the entire training program to key 
people in the Agency will be a continous one .... At the 
same time every media (sic) should be used, clearly relating 
the individual and his work to the total intelligence pro- 
gram and in particular to the policies of this Agency .... 
Thus, it is apparent -until the entire program is laid out 
and put into gear an expanded orientation and in-service 
training program is in order." 


Memo: Ex. Ass. Dir., 0CD,to D/TR, "Suggestions relative to 
developing the intelligence career program," 5 December 1950 - '• 
Eiles»_^ 


0/TB announced the first Orientation course on 29 January 1951 $ 
scheduled to run from 13 to 15 February 1951- 6/ The course ,at 


6/ CIA Orientation and Indoctrination Program Schedule for First 
Class (Tentative). 29 January 1951. (Ditto Sheet) Exec. Beg. 

first scheduled only for newcomers to the Agency , finally came to 

embrace all Agency members v/ho had not previously attended. In 

November 1951 > it was supplemented by a short Indoctrination course 

given to every member of CIA entering on duty. Xl The importance 

?/ Memo: Chief , Or . & Briefing Div. to D/TR (no subject), 28 May 1952, 

^ ‘ ■ B.C, 55-110. Mentions first date of Indoctrination Course as 26 Nov. 

(195?T The announcement for the Sixth Orientation Course, 10 March 1952, 
CIA Notice^^^l states that the course is mandatory for all employees 
OS- 5 and above , who had not previously had it. 
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of an orientation program as an introduction to a new profession 

and a strange community* is obvious. For the first time, the 

employee came face-to-face with high executives in the Agency and 

with the Director of Central Intelligence himself. Bringing people 

in from the field for the course gave them not only a sense of 

oelonging but one of importance as well. The course continues to 

be given [quarterly, (\ ) 

Unclassified Training Group (A) j & _ c.~ v 

O/TR established its first curriculum — as distinct from a course — for 
professional recruits awaiting clearance 
Aon 3 May 19.51 to run for six weeks, with an additional pix^weeks, if 

requested by an Office, in intensive training in the Russian language. 8/ 

8 7 Memo: D/tR to AD 1 s of the DD/l Offices, "Unclassified Training 
P ro to A." 11 April 1951 . 

The curriculum contained oourses in limited area study on the USSR, 
intelligence and international relations, rapid reading, report 
writing, and assignments suggested by the Offices in which the 
individual would work. 2 / UTGr (A) continued to be given until the 

zzz 

end of June JL952. - 10 / ■ UTG(A) was a warming-up exercise for the 



10. / Memo: D/TR to All's, TL0'3, Dir/P, and .Comptroller, Second Amend- 
ment to Memo fr. D/TR .... 26 N ovember 1951'. R. C. Job 55* Sox - 1 

i. 

establishment of the Basic Intelligence School; it had certain other 
notable features: 

Training in Rus sian: By contract with the School of Languages 
and Linguistics, Foreign Service School, Georgetown University, it 

provided for intensive training in Russian under the central direction 
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of O/'PR. First offered to the professional applicant waiting on 
clearance, it soon "became obvious that it was of value to the pro- 
fessional on duty and cleared. 0/TR made special provision for such 
students. This service was eagerly accepted by O/SI, which at that 
time needed language ability in staffing certain projects, 11 / and 

11_/ Memo: d/tR to Dir/?, "Administrative Procedures for the Conduct 
01 UTG(A)," 2 May 1951. Information on 0/SI from presence on the 
scene. 

thus became the first Agency— wide language training program. 

Sg&IjLULfi AH RapAfi Reading : Courses in rapid reading, set up in 
various department of Government since the end of World War II, 
used two instruments to reduce the number of eye movements in reading 
and to increase the eye-span. The aim was to increase the number of 
words read per minute and raise proportionately comprehension of 
what was read. The course sought a mechanical proficiency without 

reference to the type of material read. This course, set ud in the 

VP? «*' 

;DD •? complex in 1950* shared its personnel and instruments with O/TS 
for UTir(A) . In 0/i'R it soon reached an independent status under its 
new name of Reading Improvement. The staff began to use the materials 
of intelligence and to develop approaches to analysis. The student 
learned whether to read intensively or extensively or to scan accord- 
ing to the subject matter confronting him, an important acquisition 
in a profession where the surveillance of documents . had to proceed 
any analysis of them. 12/ / '• ? 


25X1 A9a 


W Memo: DD / Tl^tc^FL^^^-jtead in g Imp rovement Course. 25 A ugust 1952. 

with Memo: 9£Ete& Ajaa ; 

Improvement. » 7 Anr-11 1955. 
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Clerical Tra ining 

'fhcn members of 0/TR went about in the fall of 195? explaining 
to supervisors the method of using the new personnel evaluation 
form, one of the questions that they encountered most often was 
whether or not the clerical staff was to be considered part of 
the career service. The answer, after consultation, was at first 
yes, but that answer was later qualified; it has not yet been 
wholly resolved. In the first place, a career by definition 
included the idea of enlarging responsibli ties; but clerical 
positions pinched out at the GrS-6 level. Career service v/as 
centered on training in intelligence and its techniques; but 
clerical training was largely confined to the techniques of typing, 
shorthand, English grammar, and filing. Finally, a career serv- 
ice could exist only if the persons seeking enrollment in it were 
willing to pledge a certain amount of permanence; the young women 

"•- r /£ f' li ii li • p7) 

who came, into CIA married, became pregnant, exchanged jobs as 

Nc v * ■ - " T: = .. ^ 

their husbands changed. 0/T-ft was definitely concerned because 
it had begun upon clerical training courses in the spring of 1951 
and continued upon them ever since with the direct encouragement 
of the D/TR but without as yet formal confirmation by CIA Regula- 
tion or Notice. O/Tii v/as responsible for training those perons 

si ■ /• r /, 

await i ng in the Interim Assignment Branch (the pool of peonle wait! 
on clearance), for providing them when 'newly ^ cleared but before 
assignment to an Office with an orientation course that explained 
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the situation cf CIA in Government and the particular require- 
ments of security, and for giving the clerical staff already on 
the job an opportunity to improve their skills. Tjh / 

3 3h /Thisniateriallargel y from interviews with^^^^^^^^^^^J 
and_^ 

Something of these difficulties was foreseen when 0/'2R was 

discussing clerical training in the spring of 1951 : 

"Though the primary objective of a training program is 
improvement of skills and knowledges, it has deep implica- 
tions. Some of these are a functioning promotional policy, 
a good selective process — initially and throughout an 
employee's career — and capable sup ervision. An expanding 
training program .must take these into account. 33 i / 


P3_i/ Memo: Colonel Baird, "Recommendations for 

Initial Cie rica^ Train ing Progra m, 1 ^ April 1951. Riles: Mgmt. Trng. Div 

On July 31, 1953 a Panel on Career Service for Women met to examine 
'and report on the career opportunities for women in the CIA. A 
committee of this panel considered the position of the clerical 
employees. The committee had no direct connection with training; 
it was concerned with women rather than men, but its conclusions 
proved of interest to 0/TR. In the first place, the committee 
divided clericals into two groups: the clerical, having to do with 
office machines and procedures, and the intermediate, with specialized 
skills such as radio operator or personnel assistant. It discovered 
at that time a high rate of turnover — 12/o— caused not so much by 
the lack of advancement but rather by "lack of orientation, incon- 
sistencies in hiring and promotional practices, and non-utilization 
cf skills acquired previously." In its recommendations it said — 

11 ... an organization as demanding security-wise of its 
employees as CIA, and depending on college graduates 
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for as much, as 25 percent of its clerical labor supply, 
should offer unusual rewards, not necessarily in money, 
but in esprit de corps for its employees." 

It recommended that the "Career Service Board place greater emphasis 

on the clerical groups of employees," to provide for progression 

from clerical to intermediate jobs, and for advancement within 

the clerical group by "utilizing the training facilities of the 

Agency so as to allow, an individual employee to develop additional 

skills benefiting his personal career." 33 l / 

33.1 /"Career Development of Women in the CIA," report of the Panel 
on Career Service for Women to the CIA Career Service Board, Nov. 1953 
T ab B, Fi l es: Mgmt, Trng. Djy. 

Long before this report, the Office of Training had res- 
ponded to demands made upon it, / By the beginnings of BY 1952-53. 
the courses had acquired reputation and permanence. . Careful 
evaluation of the efforts of students turned in to supervisors were 
being used as an aid to promotions and had therefore sharpened the 
interest of clerical people in taking the refresher course. The 
orientation course, a two or three day introduction to CIA and 
its procedures for the incoming clerical had also been successful, 

Cn 19 May 1952, the Clerical Induction Course was transferred to 
O/TB.. The -scores-' for- the three courses run as follows: (up so 
December 1953) 

Clerical Induction: (Starting under 0/TR 19 May 1952) 

Number of persons taking course: 

615 — 1952 
874 — 1953 
1489 Total 
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Clerical Orientation Training (23 September 1952) 
Number of persons taking course: 

37I — 1952 
1196 — 1953 
1567 Total 

Clerical Refresher Training (15 July 1951) 

Number of persons taking course: 

224 — 1952 
5 23 — 1953 

74-7 Total ' 3^ / 


33Js/ Figures taken from""Lata Prepared for the Clark Committee 
Januar y! 9 5 5." F il es: Mgmt. Trng. Div. 

These figures are given not because they are imposing in themselves, 
but because they represent the method by which in a new agency 
performing an unusual function uniform procedures are being acquired 
and a common language learned. These clerical courses received 
°F J -^ c ^ a -T blessing in late 1953 with the publication of a CIA 
Regulation. 331 / 


331,7 CIA Regulation! 


16 November 1953 


^9Jiei:(l.l_Intelli_ gence Training; (the Basic Intelligence Cours e) v 
In the first course given in the new fiscal year, O/TR opened 


the Basid Intelligence Course to all newcomers to the Agency in 

accordance with the recommendation of the Career Service Committee 
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at the same time dropped the -Russian language requirement, and 
thus shortened the course to six weeks. This new objective of 
the course, basic instruction in intelligence methods for all' 

fey 1953* f 0 rmal i A 

By this action, any professional employee of the Agency became a. 
potential applicant. Shortening the course and opening the way 
to new candidates permitted a firmer schedule, not dependent upon 
the recruitment of junior officers (professional trainees), and a 
much more regular one. In the calendar year 1951, 19 junior 
.officers took the course the one time it was given. In the year 
1952, the course was given five times to 105 students; in 1953* 
eight times to 319 students. By the beginning of 1953, students 
were coming from nearly all the offices of the DD/l complex. The 
10th course, given from 1 June to 10 July 1953, began to admit 
members of the IAG community. _ - A - 

Opening the course to all professional . recruits brought to 
the teaching staff the necessity for dealing with many different 
disciplines. At the same time, it destroyed the focus the staff 

■ i i • 1 * 

had brought to bear on a homogeneous group of professional trainees. 
The new entrants were of all ages and of all grades; some expressed 
dissatisfaction with the instruction, not altogether justifiably. 

An economist, for exacple, well versed in his own field, might feel 
that his eminence in one area was sufficient to allow him to escape 
elementary instruction in another, even if he was largely ignorant 
of it. Whatever its faults or virtues, however, the course performed 

Approved For Release 2001/07ggrplg^DP78-06365A001 000040008-0 


recruits to the Agency, CIA Regulation 




25X1 A9a 


25X1 A 


Approved For Released 1/07/1 6 : CIA-RDP78-06365A00100)w4o008-0 


once a weak, to all new employees, with emphasis on personnel- 
security practices and on the employee's administrative relation- 
ships to the Agency's organization In general, ^ By June 1952 some 
2,6(Xj new employees had gone through this three-hour lecture 
series, as part of their entrance -on-duty procedure, 2 

/although these one-week and three-hour presentations were 
only rarely called training courses by OT R , 3 gnd apparently were 
not intended as such, ^ they did support the personnel processing 


history, 1951-52 (1955 version), p. 5* This study gives two 
conducting dates for the first "indoctrination* course— Nov. 195l 
P* * of test) and »ov, 26, 1952 (ibid., p. 5, footnote 7), 

19' 1 date i.; probably the correct one,' Ttar a description of 
tbs course and its place in personnel-induction processing, see Qflt*s 
history for 1951-5? (1952 version), pp, 32 -3k j for an evaluation of 
its effectiveness, so© ibid ., pp. 

2 The figure 2,621 is given by OTH in ibid ., p. 31 *. 

^ They were classified, rather, as "briefings" and "presentations," 
end directed (along with other kinds of presentations) by the Orienta- 
tions Officer, later (about September 195*1) renamed the Orientation 

division, (headed throughout this entire period by >q 

HHHHI These presentations were always kept separate frorc^^^ 1Aya 
several "training divisions," of which there wore three, by July 1952. 

(On Gfli's training courses, see below pp. 105-12.) Other types of 
"presentations'* by OTlt included, for example, lectures at Defense 
anti otate -apartment schools, showings of foreign motion pictures 
(handled jointly with OCD's graphics Register), and the "CIA Pre- 
sentations Program, " began in August 1 95?. The latter program was 
xor Aj's, i.'AD's, and Division and Branch chiefs, and consisted of 
te.-L:cs ,by AD* a) by which OTSt sought to "improve Agency internal 
reiationship^and morals and stimulate teamwork throughout CIA." 

(.lea notice July 21, 1932, in CIA Records Center.) 

1. 

H One of OS's histories for this period (the 1955 edition, p. 5, 
previously cited) concluded that the "orientation" course was re- 
corded as "a necessary preliminary' 1 to the career-service programs 
buv the relationship is not explained. 

X 86 
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procedure and evidently supported if, well, They orovided a trli»m 3 e, 
at least, into the otherwise tightly conpartmented offices that wade 
up the Agency, a further appreciation of the general security poli- 
cies and nractiees that affected all employees , and a morale "lift” 
from seeing in person many of the sen in charge of the Agency's 
substantive and administrative programs,’*’ 

A second early personnel-support activity of OTR, intended 
in this case to servo directly the Agency's recruitment programs, 
was to take over and expand the Personnel Office’s "training and 
holding pools,** 2 beginning about April 1951. The personnel pool 
idea vos * device, under the useful guise of "training," that had 
been used experimentally by Personnel, 3 before October 1950, as a 
iisans of improving the Agency’s competitive position in the labor 
rserket, and reducing at the same time the demoralizing effect of the 
necessarily long security-clearance delays on applicants under 
recruitment. Under this program recruits could be quickly appointed. 



Another estimate of these programs {in OTR's history, 1952 version 
S;6) was that they provided all new employees rdth "a uniform 
5er standing” of the Agency's "policies..., objectives, and /Sperat 
y principles." “ 


co?s history for 1951-52 (1952 version, p. 37$ in 0/UCI/BS) 
implies that these training ppols were first set uo in 1951, 
Actually they had been used before. For the situation before Octo- 
ber 1S-50, see chapter 10, above, pp. 77 ff . 

3 

_ -'his office was known, up to the fall of 1950, as the Personnel 
“Utaff" j see above, pp, 21 f f . 
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'.aiilo they were still in the "provisional clearance*' stage, to 
what was represented to them as "training" assignments. Partic- 
ularly in the case of recruits who ware in danger of being lost 


to the Agency (in favor of another employer with less rigorous 
clearance standards), they were given temporary assignments and 
offered a variety of worthwhile, unclassified work projects, 
including unclassified study courses, to occupy their time pending 
full clearance and regular assignment. This program had been 


expanded by the W/ A, in January 1951# to accommodate an increas- 
ing number of recruits awaiting processing for the DD/P group, in 
particular,"*" and in subsequent months these holding units were 
gradually turned over to OTE to operate. 

In April 1951, the first of these pools was re-established 
under OTR’s management— specifically the pool for intelligence 
analysts and other "non-covert, professional employees" of GS-5 
and higher grades. This group of provisionally-cleared appointees 


25X1 A 


x In January 1951 OFC requested that the DD/A establish "training 
and holding pools" for specialised support-type personnel awaiting 
•?uj! clearance and overseas duty, especially personnel (recruited 
against CPC’s T/O) intended for supply work, personnel 'management, 
tint! security. sic tivi tics# {Sgg . inoniorsxid.mu by AD/PC to DD/A 5 J&n » -^X$ 
19*51, Secret, in DD/S "G&M 5" file.) By August 1951 the DD/A had 
set up "administrative training pools," totalling 294 positions, 
divided into seven units assigned (respectively) to the personnel. 
Security, Administrative Services, Procurement, Finance, Medical, 
ana General Counsel’s Offices. (See memorandum, Aug. 24, 1951, 
Secret, in ibid.) Whether -those pools were all transferred later 
to OTLi i3 not known. 

2 <-., e 0TH‘s history, 1951-52, including 1951-52 version, pp. 37-38, 
<vr,-; 1955 version, o. 6 (both Secret, in O/RCl/lS files); and CIA 
WotlcHB^H June* 9, 1952, Secret (in CIA Records Center). Details 
us tc^h^redecessor of UTG/A, in the Personnel Office, have not 
been found. 
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was organised by OTE into a so-called "Unclassified Training 

Group A” (.UTG/A), where they wore provided with a (3-weeks series 

of unclassified courses dealing with intelligence concepts, 

international relations, "general administration," and "reading 
1 

improvement.” ~ If after six weeks a recruit wa3 still not fully 
cleared, ho was put to studying Russian or given a "full-time 
work project" (using unclassified materials) assigned by the 
sponsoring office. By June 1, 1952, some 235 appointees had gone 

through the U'TG/a program, and of them 185 had studied Russian 

2 • 3 

as well. At the end of June 1952, UTG/A was discontinued. 

SiirdlarI5>s^or the o overt offices prov^gloa&J aaaaruits were 

organized into separate ftrsir^iig^nd holding nool C.” wh ich 

included (by August 1951/ separate units for operational p! 


"Reading improvement" was also a course open to fully cleared 
personnel! see below, p. 107. 

2 

GTE ’s history for 1951-52 (1952 version). Secret, pp. 37-38. 

The Russian language course offered as a supplement to these 
provisional recruits was variously described as 6 and 8 weeks 
long. (See ibid., p. 38, ana 1955 version of 0TR*s history, 
p. 6, both Secret, in O/DCI/KS files.) 

3 

Ibid., 1955 version, p. 6. The subsequent holding-pool 
arrangements, if any, after Juno 1952 for handling the provisional 
recruits destined for the DD/l offices are not explained (ibid., 
p. 6), nor are they mentioned in OTE’s history for 1952-53"TiG 
6/DCI/H3 files.) 

See above, p. 88, note 1. 
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